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Nevada State Library and Archives

INSTRUCTIONS FOR COMPLETING 

THE LIBRARY SERVICES AND TECHNOLOGY ACT (LSTA)

Mini-Grant APPLICATION FORM

A. General Instructions

1. What kinds of projects qualify for grants?

Grants are awarded on a competitive basis from the funds available. Generally speaking, the broad goal of LSTA is to provide local assistance to eligible libraries in the areas of technology innovation, resource-sharing, and targeted services to people who are underserved, disadvantaged, geographically isolated, illiterate, etc.  The LSTA Five Year State Plan for Nevada, 2008 – 2012 was approved by the U.S. Institute of Museum and Library Services.    The stated goals are:

1. Residents of Nevada will have convenient access to current, reliable information through effective technology, resources and telecommunications; ;

2. The people, governments and associated cultural heritage organizations of Nevada will share responsibility to preserve, protect and make the state’s unique heritage available;

3. All residents of Nevada will be served by library and allied information providers that are staffed by well trained professional workers who are equipped to deliver high-quality service;

4. Assure equitable access to library and information services is available to all individuals including the un-served and underserved populations of the state. 

These goals are intended to encourage flexibility, allowing grant decisions to be based on needs identified by the Nevada library community.  Consult the LSTA Five Year State Plan, 2008-2012, for more detail on each goal.  The plan may be found at http://nevadaculture.org/docs/nsla/lpd/lsta/   
2. Who may submit an application?

Eligible libraries may include academic, public, school, governmental agency libraries and information centers, and special libraries with public access. To be eligible to apply for LSTA funds, the library must meet all of the following Nevada State Library and Archives criteria: 

a) Libraries receiving LSTA funds must agree to lend circulating materials in accordance with Information Nevada, the statewide Interlibrary Loan Program.

b) Libraries receiving LSTA funds must use MARC to make all machine-readable records created accessible;

c) Libraries receiving LSTA funds must assume any continuing costs at the local level after the LSTA funding ends;

d) Libraries that receive LSTA grants for projects requiring local matching funds must submit proof of the required local match to the Nevada State Library and Archives,

e) have one or more paid library staff;  

f) have a regular schedule of library service;  

g) have a dedicated facility for library purposes;  

i) have an annual budget with funds reserved for library materials  and services; and  

j) have a record of multi-type library cooperation, evidenced by activities such as union listing of holdings, reciprocal borrowing or interlibrary loan, or a plan to do so.

Projects in the area of multi-type library networking must include active participation by more than one jurisdiction and/or provide benefit to more than one library (academic, public, school, state, special).  Libraries must participate in Information Nevada for Interlibrary Loan (see http://nevadaculture.org/docs/nsla/ill/) 
3. What happens to the application?

All applications received by the due date stand in competition for the available federal funds. Applications received late will not be considered. There are no favored categories of grant or applicant.  Mini-grant applications are evaluated by Library Planning and Development Staff and the State Librarian.  The State Librarian prepares a ranked list of mini-grants to present to the State Council on Libraries and Literacy for their approval.  The submission of an application is not binding upon the applicant nor upon the Nevada State Library and Archives (NSLA).  An applicant may submit more than one application in a grant cycle, but grants are required to be ranked in priority by the library prior to final submission. 

4. What is considered in evaluating applications?

The following factors (not in priority order) are considered in evaluating each application:

• evidence of need, including the needs assessment process

• degree of pre-planning

• client and/or community involvement in project development

• clarity

• quality of the plan, including its likelihood of success and continuation at the local level

• adequacy and realism of the budget

• potential benefit of the project and its contribution toward meeting local and statewide goals, objectives, and needs and meeting LSTA purposes.
5. What is the project time period?

LSTA is granted to NSLA based on the federal fiscal year.  Actual funding is often not available until early spring following the start of that federal fiscal year.  Awards will be made on a one-year basis only and are subject to the availability of federal funds.  The actual project will be expected to operate from July 1st through June 30th.  Grants may be started prior to July 1st if the federal funding is available.  All grants must be completed by June 30th of the following year.  Fiscal and evaluation reports are due by September 30th following the end of the grant.  If a proposed project is judged by the applicant to require more than one year for successful operation, that should be indicated in the application's project summary.

6. What form should the application take?
The application must be typewritten on the LSTA application forms, one side only, or printed. Legibility is essential. Use no smaller than 12 point (10 pitch) type and leave adequate margins. . The application should  be prepared on a computer.  It will be submitted electronically as an email attachment.  One printed copy with original signatures must also be submitted.  The format of this application form must be maintained and all information sections must be included on the same page as, and with the dimensions shown, on the original application form. Submission of the final version by telefacsimile (fax) is not acceptable. The application may be no longer than 6 printed pages, single sheets.  Staple the print application – no paper clips or other fasteners.  Be concise, use clear and meaningful language, and avoid jargon.  Applications that are not prepared according to instructions do not stand a good chance in the competition for funds.
7. When and where is the application due?

Submit the electronic form via email. It is due by 5:00 p.m. on the date announced.   Postmark is not acceptable for the electronic form.  (This is due to the competitive nature of the application process.)   Submit one printed version of the application with original signatures.  The hard copy application must be postmarked no later than December 2nd.   

Address:





Email = dbaker@nevadaculture.org 
Nevada State Library and Archives

Library Development

100 N. Stewart Street

Attn: LSTA Mini-Application

Carson City,  NV  89701

For assistance with the application, contact Library Planning and Development.

Diane Baker - (775) 684-3407 – dbaker@nevadaculture.org or Karen Starr – (775) 684-3324 – kstarr@nevadaculture.org .
B. Application Line-by-line Instructions

 GENERAL INFORAMTION

1. Project title. Enter the name of the project as you wish it to appear. The name should be descriptive of the proposed project.   Be concise – avoid two part titles, acronyms, and ‘cute’ names.  

2.  Applicant and Jurisdiction Name.   Enter the full legal name of the applicant library, system or other agency.  The applicant should be the fiscal agent for the project.

3. Address – Street….  Enter the mailing address for the applicant library – street, route or post office box.  .

Telephone Area/Number.  Provide the telephone number of the contact person listed in number   

City, State, Zip. Complete the remainder of the applicant mailing address.  Use Zip + 4 if possible.  

4.  Principal Contact Person for this Grant.  Give the name of the individual preparing this application or another person who may be contacted for information about it.
Phone, Fax, E-Mail Address.  Enter the email address of the contact person listed in number 4.   

5.  Type of Library.  Check the type of library applying:  Public library, Academic library, Special library (includes State institutional libraries), Library Consortia or School library.

6.  LSTA Amount. Enter the total LSTA dollar amount requested for this project, including

Indirect charges, for the one grant year only. Use whole dollar figures. This may or may not be the total cost of project activities, because local or other funds may be provided in addition to LSTA

7.  Total Cost:  Enter the total amount for the grant – includes LSTA, local cash, and in-kind funds.

8.  Estimated number of people directly served by this project.   Estimate the number of persons that you anticipate may potentially use the project services and benefit from the project.  Do not automatically use the total estimated population of the services area, but only the persons that you estimate may directly benefit from the project.  

A.  Abstract:  Provide a brief summary of the project.   Maximum of 100 words.
B.  What is the need or opportunity in your community?  Explain what problem you are trying to resolve, why this project is needed or what new opportunities will be available as a result of your project.
C.  Target Group?  Give a brief description of the persons the project will directly benefit, for example, "Children who attend child care centers and their parents, with emphasis on low income families.”
D.  How will the project impact the target group?  Impacts demonstrate that a change will occur.  The change may include in conditions, skills, attitude or knowledge for the group.  Clearly state how the group will benefit.   
E.  What will you do? Describe the specific project activities or methods for achieving you planned outcome.  Include how you will publicize the program.  

F.  Describe the measure to be used to evaluate the project?  List the specific evaluation factors you intend to measure.  Items to consider in this section are a 1) description of the statistics to be collected and analyzed and the method for collecting them, 2) listing measures that are quantifiable and appropriate for determining whether the project has been successful in achieving the desired outcome or impact, 3) including at least one measure that takes account of the number of participants in whatever program activities are planned.
Projects that simply indicate the completion of a task or tasks will receive a low rating in this section.
G.  BUDGET 

Budget Summary

List the total project budget.  Identify LSTA funds requested and other funds or in-kind contributions available for the proposed project. Use whole dollar figures. 

Rows (entries in cells are optional, depending upon the project):

a. Salaries & Benefits: Enter the total of salaries and benefits for all project staff members to be on the regular project payroll as employees, full-time or part-time. Do not include in this line outside consultants; persons who are not employees but who are paid under contract for the project; or short-term temporary labor, equipment service contractors, etc.

b.  Travel:  Indicate number and purpose of trips.  Consider mileage, per-diem, or actual expenses for meals and lodging.  In-state travel may be requested.  Out of state travel in not permitted.  

c.  Equipment over $5K: Enter individual items estimated to cost over $5,000, e.g., a computer projection system. Equipment in this line must be inventoried and will be tracked by the state and federal governments. It must be used for project purposes for five years, or life of the equipment, whichever comes first unless otherwise stipulated.  Equipment under $5,000 should be listed in the next category (see d.).  Pre-purchase authorization is required by the GAO for this category.

d.  Equipment: Equipment with a per unit cost of less than $5,000.  This equipment may be tracked by NSLA; however, pre-authorization of purchase after the grant is received is not required.

e.  Contractual Services: Include outside consultants, personnel who are not employees of the applicant or partner(s) but who are paid under contract for the project, and short-term temporary labor identified as such.

f.  Library Materials: Enter the amount for library materials requested. "Library materials" are books, periodicals, tapes, videos, CD-ROMs, etc., for use primarily by the client group and, in most cases, to be added to the library's collections. Other types of materials needed by the project are considered supplies. Computer software is shown in ’Other’.

g.  Other: Enter the total for operating expenses, postage and telecommunications, computer software, contract and maintenance expense, printing and public relations, training and conference fees, and supplies. 

h. Total: Enter the totals of rows for each column.

Columns:

(1) LSTA: Enter the amount of LSTA funds requested.

(2) Local/Other Cash: Enter the total of actual dollars in support anticipated to be contributed 

to the project, including federal (other than LSTA), state or local grants or allocations, private grant funds, Friends or philanthropic support, or other funds. Include new library funds if they are budgeted specifically for this project.  This must be actual dollars that will be spent on the grant – not in-kind support.

(3) In-Kind Contributions:  In-kind costs may be included here.  In-kind contributions, to the extent that they are devoted exclusively to the conduct of this project, may include staff time, library materials and equipment, building space and utilities, and other operating or overhead costs or applicant contributions.

(4) Total: Enter the totals of rows and columns. Note that while (3) is the total amount needed to perform the work of the project, the amount of LSTA funds requested in this application is entered on (1).

NOTE:  

· Reminder: LSTA will not cover any food or entertainment costs

· Round all numbers to the nearest dollar

· Indirect costs or administrative costs are not allowed in this program.

SIGNATURES

The persons authorized to apply for federal funds on behalf of the applicant jurisdiction should sign and date the application. This may be the library director or another official, as determined locally.

Budget Narrative

Provide a clear, detailed explanation of all expenditures.  Detail how reasonable cost figures were derived.  This narrative supplements the project narrative by putting all cost information in one place.  It is not a substitute for completeness in the other section.  All costs listed on the budget sheet must be explained in this section.

ADDITIONAL MATERIALS

Only include material that has a significant relationship to the project and will aid readers in understanding the project.

Some examples of additional materials:

· Pictures

· Letters of support

· Testimonials

· Job Descriptions
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